


Handout #1

RULES FOR INMATES ASSIGNED TO COMMUNITY WORK SQUADS

In order to assist you in your assignment, the following requirements are provided for your
information. You will be responsible for compliance.

1. Inmates will perform all work to which he/she is assigned in a satisfactory and
acceptable manner.

2. Inmates will obey all rules and regulations of the Department and the Institution while
working on a community work squad.

3. Inmates are lawfully incarcerated while working outside the institution. The limits of
confinement have merely been extended. Being in an unauthorized area, or unauthorized
absence from your squad/assignment, constitutes an escape. An inmate shall not depart
the place where he is assigned to work, except with the specific authorization of his
immediate supervisor.

4. Inmates working outside of the institution shall restrict their verbal communication to
department statf, job supervisor, and other inmates only. An inmate may make a brief
and polite response when any person other than an inmate, departmental employee, or job
supervisor initiates a conversation. Waving to, gesturing to, or calling out at passing
persons or vehicles is strictly prohibited.

5. Inmates will not give, sell, transmit, or otherwise transfer any article or item to another
person while working outside the Institution.

6. An inmate who introduces or attempts to introduce, or to take from the institution, any
item of contraband shall be in violation of Department rules and State statute. Any item
found by an inmate during the course of the workday is contraband and shall be
immediately turned over to the job supervisor.

7. Inmates will not possess, or attempt to possess, any intoxicant, narcotic, unauthorized
drug, drug paraphernalia, stimulant, or depressant. Any such item found during the
workday shall be turned over to the job supervisor immediately.

8. Inmates will obey the orders and instructions of their work supervisor(s).

9. Inmates must wear white (DOC issued) clothing, in accordance with the Inmate Rule
Book. Only authorized clothing will be worn. The clothing will be clean; the buttons
will be buttoned, shirttails will be tucked into trousers, and trousers will be worn no

lower than the waistline. No free world caps will be worn.

10. Inmates will not be allowed to have visitors at the job site.
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RULES AND KEY ISSUES FOR DEPARTMENTAL
AND NON-DEPARTMENTAL SUPERVISORS

Supervisors shall keep inmates under supervision at all times and shall ensure all inmates are
present and accounted for at all times.

An inmate is not allowed in any business, private building (house), or private vehicle at any
time. Supervisors shall not allow inmates in stores to make purchases.

Do not buy, sell, or give anything to an inmate or give an inmate anything from someone else.
Do not receive, take, or sell anything for an inmate. Do not lend money to or borrow money
from an inmate. Except for tools, equipment, materials, and supplies issued to the inmate that
are returned to you. or contraband the inmate finds and turns over to you, do not accept any
item(s) the inmate may want to give you.

Supervisors shall not allow an inmate to receive any visits, make telephone calls or mail
anything. possess money orders, nor carry on conversations with civilians while away from the
institution.

Remember “Safety at all Times.” Orientate each inmate on the use of equipment-—regardless
of the inmate’s claim of having had prior experience in the use of gasoline or electronically
powered equipment—before allowing him/her to use it.

No supervisor shall allow an inmate to stand up in a vehicle while the vehicle is in motion. The
supervisor shall not operate vehicles or equipment in an unsate or reckless manner. Seatbelts,
as provided, will be used at all times when the vehicle is in motion. The supervisor shall not
allow an inmate to operate a vehicle or equipment that requires a driver’s license.

If an inmate declares a medical emergency or has a minor injury, contact the Department of
Corrections. If the injury is life threatening, you will need to call for medical aid (ambulance),
advising the institution immediately. Remember, in all instances, use “Good Judgment.”

If you think you are missing an inmate, do not send another inmate to look for him. Cease
work and gather all inmates on your squad in one location and, without leaving the remaining
inmates unattended, determine whether the missing inmate can be located. If you are unable to
locate the missing inmate, do not leave the remaining inmates alone. Notify your institution
contact person immediately and notify your supervisor.

An inmate is lawfully incarcerated while outside the institution; the limits of confinement have
simply been extended. However, being in an unauthorized area or unauthorized absence from
his squad or assignment constitutes an escape. An inmate shall not depart the place where he is
assigned to work, except with the specific authorization of his immediate supervisor. At any
given time in the course of supervising inmates, an escape may occur. Should you experience
an escape (or missing inmate) the below procedures are to be followed:
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a. If an inmate escapes, cease work and gather all of your remaining inmates in one
location; do not leave them alone. Notify your institution contact person immediately
and notify your supervisor.

b. Give a verbal command to “*Stop;” however, do not try to physically stop the inmate.

c. Note the direction in which the escapee was headed if known, or last known location.

d. If a vehicle is used in an escape, note color, make/model, tag number, description,
number of occupants. and any other pertinent information.

e. Immediately contact your supervisor and DOC contact person and report the situation.
If for some reason you cannot reach the institution, contact 911 and then resume your
efforts to reach the institution.

{.  Secure the area by grouping the inmates in a designated area/vehicle and stay with your
squad.

¢. Avoid contaminating the area (i.e., walking around wooded areas, lots and possibly
disturbing tracks which may be able to be picked up by the K-9 team).

h. If it becomes necessary to leave the area prior to the arrival of correctional supervisors.
mark the area.

i. Record events accurately in writing as soon as possible.

10. Simple guide to writing a report containing the information usually needed:
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a. WHO — inmate and/or person(s) involved
WHAT - what took place/what did you do
WHEN - date and time

WHERE - location of events or situation
HOW - how did the incident take place
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Inmate supervisors shall remain alert and observant of any unusual occurrence. Any unusual
occurrence, incident, emergency, or disciplinary situation shall be immediately reported to the
correctional institution contact person and your supervisor. 1f your supervisor is contacted first,
the institution contact person must still be notified. Initial reporting of an unusual incident is
verbal. Required paperwork should be completed by the end of that day. Disciplinary Reports.
[ncident Reports, and Reports of Injury are examples of reports that must be written and turned
in the date of occurrence to your facility contact person. Questions concerning whether an
incident requires documenting should be discussed with your immediate supervisor and, if
further review is necessary, obtain assistance from your facility contact person.

. Supervisors shall not allow inmates to pickup or obtain contraband and/or introduce contraband

on State property. Contraband is defined as any item(s) not issued or approved by the
institution. You, as the inmate supervisor, may not give or provide an item(s) to an inmate that
is not work related without authorization from the Department. Any item of contraband found
by an inmate during the course of the workday is contraband and shall be immediately turned
over to the inmate supervisor.

Supervisors shall not be disrespectful to, harass, curse at, or physically abuse an inmate. A
supervisor shall not show favoritism between inmates, fraternize with inmates, or play one
inmate against another.
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Supervisors shall not allow inmates to be disrespectful or threaten them or other civilians,
commit obscene acts, steal, talk back, make slurred remarks, or engage in horseplay, etc.
Inmates are to address supervisors appropriately.

Supervisors shall manage inmates in such a manner as to induce good work habits, command
the respect of inmates, and cause each inmate to complete the same amount of work.

. Each inmate is expected to be dressed properly at all times in clothing (shirt, pants, underwear.

socks, and shoes) that is issued to the inmate by the Department. No other clothing shall be
given to the inmate, except required safety items, such as hard hats, raincoats, safety vests. and
other specialized clothing required for work. Inmates shall not be allowed to work without
their State uniform shirt on.

. Supervisors shall check out inmates at the institution at the agreed upon time. Supervisors shall

return to the institution at the agreed upon time with the assigned number of inmates.

. Gambling of any kind by staff or inmates is strictly prohibited.
. Drugs and/or alcoholic beverages are strictly prohibited.
. Ensure all safety requirements are adhered to at all times.

. Inmate work squads shall not be placed on a work site at a school, community center, or any

site where minors are usually present, unless minors are not on the premise while the inmate
squad Is present.





